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29 March 195k

MEMORANDUM FOR THE RECORD

Subject: Reports and Correspondence Management Program for
the Medical Office

1. A proposal to conduct subject programs was presented to the
Chief, Medical Staff and his Division Chiefs L March 195,

2. 2h March we were infommed by Mr. I, Acting Administrative
Officer, that a survey on his part and several discussions among
the Division Chiefs revealed that the quantity and nature of Medical
Office reports and correspondence obviates conducting subject pro-
grams. He stated, however, that since the Medical Office Staff is
now familiar with our programs we could expect requests for services
from time to time, '

3., Mr, s findings are supported in part by the Records
Control Schedules for the Medical Office, They show that:

a, Only two files contain reports from the field.

b, Only three files reflect intra-Office reports and statistics,
other than the Office, division, and branch subject files which con-
tain general reporting material,

¢. Only one file reflects repetitive correspondence (for recruiting
medical personnel),

li. Accordingly, we fesl that further action to install these programs
be withheld pending response from the Medical Office. Conceivably,
this will result from publishing the regulations on reports and corres-
pondence management and the release of other program material.,
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29 March 1954

MEMORANDI™ FOR THE RECORD

Subject: Reporta and Correspondence Msnagement Program for
the Medical 0ffice

1., A proposal to conduct subjisct programsg was presented to the
Chief, Medical Staff and his Division Chiefs L March 195l

2, 2L March we were informed by r. [ Acting Aduinistrative
0fficer, that a survey on his part and several discussions among
the Divielon Chiefz revealed tha® the quantity and nature of Medical
gffice reports and correspondence obviates conducting subject pro-
grams, He stated, however, that since the Medical Office Staff is
now familiar with our programs we could expect requests for services
from time to time.

%, Mr, -s findings are swpported in part Ly the Records

Control Schedules for the Medlcal Nffice, They show that:
8. Only two files contain ravorts from ithe field.

b. Only three files reflect intra~0ffice reporte and statistics,
other than the 0ffice, division, and branch subject files which con-
tein general reporting material,

¢, Only one file reflects repetitive correspondence (for recruiting
medical personnel). '

L, Accordingly, we feel that further action to install these programa
be withheld pending responge from the Medical Office, Conceivably,
this will result frem publishing the regulstions on reports and corres-
pondence management and the relouse of other program material,
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